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CHAPTER 1
M SSI ON AND FUNCTI ONS

101 — Mssion. To provide customer tailored facilities acquisition and
managenent support to Navy Headquarters and shore activities, NATQindividua
Host Nation activities, other services, and Federal agencies and offices
within the Area of Responsibility (AOR). To provide conmmand and control of
Naval Facilities Engineering Command contract offices in the assigned (AOR).

102 - Functions. The mmjor functional areas are sumuari zed as foll ows:

a. Cient liaison for access to Naval Facilities Engi neering Conmand
services

b. Regional environnental program coordi nation and support

c. Regional Public Wrks nmanagenment support

d. In-leasing of real property/real estate

e. DOD Construction Agent

f. Award and admi nistration of contracts for architect/engineering
services, construction, facilities support, and utilities

g. Host nation interface (for approval of construction projects,
facilities acquisition and support).

h. Project managenent

i . Design managemnent

j. Construction managenent

k. Engineering technical support

. Energy/Uilities Managenent Support

The detailed functions and tasks assigned to ENGFLDACT MED are pronul gated as
Chapter 3 of this instruction.

103 — Ceographical AOR The ENGFLDACT MED AOR i ncl udes: Al bania, Bulgaria,
Romani a, and all former Yugoslavian states, Spain, Italy, G eece, Egypt,
Portugal (less Azores), United Kingdom North Africa, Ganmbia, Southwest Asia
and Bahr ai n.

104 — Additional Duty Assignnent. The Commanding Officer, Engineering Field
Activity, Mediterranean is assigned additional duty to Conmander, Fleet Air
Medi t erranean (COMFAI RVED), Naples, Italy.

105 — DOD Constructi on Agent Responsibilities

a. Regional Responsibilities for Construction/Engi neeri ng Managenent for
Al geria, Greece, Quinea, Italy, Libya, Mediterranean |slands, Mrocco,
Portugal , Spain, Tunisia, and Senegal

b. Contingency Contract Construction Agent (CCA) for Bulgaria, Romania,

Al bania and the forner Yugoslav republics, in addition to those countries
listed in paragraph a.

1-1 Encl osure (1)
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CHAPTER 2
ORGANI ZATI ON
201 - Status and Command Rel ations. Engineering Field Activity,

Mediterranean, is a shore activity in an active operating status under a
Conmandi ng Officer.

Conmmand and Support

Echel on Commrand

2 Commander, Naval Facilities Engi neeri ng Cormand

3 Conmmander, Atlantic Division, Naval Facilities Engineering
Commrand

4 Commandi ng Officer, Engineering Field Activity, Mediterranean

Area Coordi nation

(1) Area Coordinator — Conmander in Chief, U S. Naval Forces, Europe
(2) Regional Coordinator — Commander, Fleet Air Mediterranean

202 — Nunerical Designators

NUMERI CAL

DESI GNATOR TITLE

00 Conmmandi ng Officer

09 Executive Oficer

09A Qperations Oficer

09AA Cont i ngency Engi neering O ficer

09A1 Deputy Operations Oficer

09A2 Cl ai mant Liaison Oficer

09A3 Activity Liaison Oficers

09ATB I nt egrated Product Team Bahrain

09ATE I nt egrated Product Team Europe & N. Africa
09ATI Integrated Product TeamlItaly

09B Appr ai ser

09C Counsel

09D Host Nation Liaison

09E Nati onal /Political Advisor

N1 Di rector, Resources Managenent Depart nent
N11 Administrative Division Oficer

N12 Information Systens Division Oficer

N13 Budget Division Oficer

N2 Chief OF Contracts

N4 Engi neering Product Line Coordi nator

N5 Constructi on Managenment Product Line Coordi nator/ RO CC OPS
N6 Real Estate Product Line Coordinator

N3 Envi ronment al Product Line Coordinator

N9 Base Operations Support Product Line Coordinator
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203 — Nornmal Succession In the absence of the Commandi ng Officer, nornal
succession shall be the Executive Officer. |In the absence of the Executive
O ficer, nornal succession shall be the Operations O ficer, the next senior
subordinate officer. Departnmental Directors shall appoint a relief in their
absence.

204 — Organi zational Structure. Engineering Field Activity, Mediterranean,
is depicted in the follow ng chart:

2-2
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CHAPTER 3
FUNCTI ONAL GUI DES

300 — Introduction

This directive has been changed to reflect the addition of Integrated Product
Teanms (I PTs) to our organization. This Re-Engineering effort now focuses all
resources on efficient and effective delivery processes of all Products and
Services (P&S) through these | PTs to every client served.

301 - Commandi ng O ficer (Code 00)

Basi ¢ Function. The Commandi ng Officer is responsible for nanagement,
direction, and overall operation of Engineering Field Activity,

Medi t erranean, and for special assignnents by the Conmander, Atlantic
Di vision, Naval Facilities Engi neeri ng Comand.

Duties, Responsibilities, and Authority. As Head of an Engineering Field
Activity (EFA), the Commanding Officer is appointed as a Warranted
Contracting O ficer and has been del egated the sane contracting authority as
ot her EFAs, Engineering Field Divisions (EFDs) and independent O CCs,
including the authority to appoint subordinate contracting officers at the
Field Ofices. As the Head of Contracting (ENGFLDACT MED), the Conmandi ng
Oficer also serves as the Officer in Charge (OC/Oficer in Charge of
Construction (O CC). Provides assistance to activities to ensure efficient
and econom cal performance of public works functions. Responsible for
providing training to assigned Reserve Oficers of the Naval Reserve
Facilities Engineering Programwho will ultimately report to ENGFLDACT MED in
the event of nobilization. Exercises command and i nspects subordinate field
contract offices located within the ENG-LDACT MED AOR. Serves as Equal

Enpl oyment Opportunity (EEQ) O ficer and is personally responsible for
ensuring that Navy EEO policies are vigorously carried out at all

organi zational levels. Responsible for |eadership and norale of officers
assigned to the organization. |Inplenents policies in accordance with the
provi sions of the Freedom of Information and Privacy Acts, and suppl enent al
direction from hi gher authority.

O gani zati onal Rel ati onships. The Comanding Officer reports to the
Conmmander, Atlantic Division, Naval Facilities Engineering Command. He
reports Additional Duty to COVFAI RVED.

302 - Executive Oficer (Code 09)

Basi ¢ Function. The Executive Oficer is responsible for the overall

coordi nation of the organization, including the adoption of systematic
procedures to ensure that the specialized technical and professional
capabilities of all subordinate staff conponents are used effectively in the
execution of assigned responsibilities.

Duties and Responsibilities. The Executive Oficer is the “Deputy” Oficer
in Charge of Contracts (OCC) and is a Warranted Contracting Officer. The
Executive O ficer assunes direct coordi nation and supervision of Chief of
Naval Operations (CNO sponsored military progranms to include: Leadership
and norale of officers assigned to the organi zation; the Civil Engi neer Corps
(CEC) officer input, augnentation, and reserve retention prograns on an area-
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wi de basis as sponsored by the Chief of Civil Engineers. The Executive

O ficer autonatically becones Acting Conmandi ng Officer and Acting Oficer in
Charge of Contracts in the absence of the Commanding Officer and in this case
shal | exercise the full authority of the Commandi ng O ficer, Engi neering
Field Activity, Mediterranean

Organi zati onal Rel ationships. The Executive Oficer is responsible directly
to the Conmanding Officer. Al department directors and special assistants
report to the Executive Oficer for all matters pertaining to the interna
adm ni stration of the conmand.

303 — Special Assistants to the Executive Oficer and Commandi ng O fi cer

a. Appraiser (Code 09B)

(1) Basic Function. The Appraiser acts as a Special Assistant to the
Executive O ficer and Conmandi ng Officer and prepares Real Estate appraisals
to acconplish the valuation of real property.

(2) Duties, Responsibilities, and Authority. The Appraiser is
responsi ble for preparation of appraisal reports, the procurement of contract
fee appraisal reports, and the preparation of econonic anal yses, narket
surveys, feasibility studies, and special planning valuation reports.

The Apprai ser evaluates all types of properties including | and, inmprovenents,
buil dings and utilities for acquisition, disposal, managenent, exchange of
fee estates, |easeholds, surface and subsurface easenents, and air rights.

(3) Organizational Relationships. The Special Assistant for
Apprai ser reports to the Commanding Officer and is adnministratively assigned
to the Executive Oficer

b. Counsel (Code 09C)

(1) Basic Function. Counsel acts as a Special Assistant to the
Conmmandi ng Officer and Executive O ficer and provides | egal advice and
services in the field of acquisition, real estate, environmental |aw, ethics,
and personnel | aw.

(2) Duties, Responsibilities, and Authority. Counsel advises the
Commandi ng Officer and Executive Oficer on matters relating to the
acqui sition, managenent and di sposal of real property with special enphasis
on taxation, jurisdictional, and environnental problens. Counsel reviews
contracts, contract nodifications, and real estate |legal instrunents as to
formand legality.

Counsel acts as representation before adm nistrative tribunals as to clains
and protests, and provides liaison with other |egal offices such as the
Department of Justice, the Conptroller General, and the Ofice of Genera
Counci | .

Counsel provides |egal advice to ensure policies are inplenmented per the
provi sions of the Freedom of Information and Privacy Acts, ethics and
standards of conduct, and suppl emental direction from hi gher authority.
Counsel al so provides | egal advice regarding the promul gati on and

i mpl enent ati on of environmental standards.

3-2
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(3) Organizational Relationships. The Special Assistant for Counsel
reports to the Comanding O ficer and is adm nistratively assigned to the
Executive Oficer.

c. Host Nation Liaison (Code 09D)

(1) Basic Function. The Host Nation Liaison Oficer serves as a
Special Assistant to the Commanding Officer in his/her capacity as Deputy
Chai rman of the M xed Conmi ssion and as Chairman of the U. S. side of the
M xed Conmi ssi on.

(2) Duties, Responsibilities, and Authority. The Host Nation
Li ai son O ficer provides day-to-day oversight for the subm ssion, review,
approval and execution of U S. funded infrastructure projects on Mnistry of
Defense, Italy (MDD IT) land. The office provides this oversight for all
U S. Navy, Arny and Air Force M xed Conmmi ssion projects. The M xed
Conmi ssion Officer reviews project submssions fromU. S. installations,
forwards themto the Italian Side of the M xed Conm ssion (ISM) for
approval, liaises with the ISMC and Italian civilian agencies to facilitate
proj ect approvals, receives and provides approval docunentation to U. S.
installations, and participates in the resolution of host nation issues that
ari se during execution of construction.

The Host Nation Liaison Oficer acts as consultant for questions regardi ng

M xed Conmi ssion procedures and publishes anplifying guidance for use by U S
installations. The office staff tracks the status of subnitted projects,
provi des updates to installation representatives, coordinates project
briefings to the Italian Defense General Staff, and provides M xed Conmm ssion
program briefings at conferences.

The Host Nation Liaison Oficer is also responsible for anti-Mfia and
bi dders |i st screenings.

The Host Nation Liaison Oficer is know edgeabl e of host nation project
approval requirenments throughout the remmi nder of the AOR and provides
assi stance as necessary.

(3) Oganizational Relationships. The Host Nation Liaison Oficer
reports to the Comanding O ficer and is adm nistratively assigned to the
Executive Oficer.

d. National /Political Advisor (09E)

(1) Basic Function. Serves as the command advisor for the
acconpl i shment of U S. Facilities construction and/or real estate acquisition
programs in the Host Nation. Advises on the current Host Nation political
environnent at the central and regi onal governnent |evel and on the inpact of
U S. planned initiatives on the environnent. Serves as Host Nation advi sor
to the Conmandi ng Officer concerning i ssues which affect Local National
enpl oyees.

(2) Duties, Responsibilities, and Authority. The National/Political
Advi sor provides political and technical advice on projects for operational
and support facilities. Advises the Commanding Officer in regards to
conplexities involving | ocal, regional and national Italian Government
policies, |aws, business and personnel issues. As a nenber of the Lease-
Construction Team manages and coordi nates the preparati on of Requests For
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Proposals (RFP); surveys the narket to identify potential devel opers;
prepares and reviews real estate, technical and nmi ntenance specifications
for inclusion in the RFP; resolves technical conpatibility problens between
U. S. and Host Nation Building Codes; ascertains Building Permts
availability; participates in Selection Boards, negotiations and contract
preparation and review, resolves conplex and controversial issues wth Host
Nati on Gover nnent agenci es, contractors and | essors.

(3) Organizational Relationships. The National/Political Advisosr
reports to the Commanding Officer and is adm nistratively assigned to the
Executive O ficer.

304 - Operations Oficer (Code 09A)

Basi ¢ Function. The Operations Oficer provides a bal anced focus on
strategic and tactical issues in the execution of command business. A
Mlitary CEC Oficer is normally assigned to this position for alignnent with
other corporate mlitary Operations Oficers and to present to our Navy
clients (as well as other military services/DOD) a mlitary interface.

Duties, Responsibilities, and Authority. The primary responsibility of the
Qperations Oficer is to prioritize and integrate the command’s work to
produce quality Products and Services (P&S) on tine and within avail able
budget. Directs execution for the current FY across all P&S.

The Operations O ficer will have a tactical, day-to-day focus and interface
with clients; and for execution of uniquely custom zed P&S to clients across
the AOR working with the Conponent Business Oficer (CBO.

Interprets and disseminates policies, regulations and procedures concerning
managemnment, operation and nmai ntenance of naval facilities in the AOR
including the utilities systens invol ved.

Sets agenda on how best to support client needs and expectations.

Coor di nat es assi stance given to Business Line nanagers with the CBO to ensure
t hat production processes effectively use avail abl e resources across the
organi zati on.

Operations Oficer will review concur in the annual workl oad devel oprent
docunented and the resource distribution planned and budget ed.

Organi zati onal Rel ati onships. The Operations Oficer reports to the
Executive Oficer.

a. Deputy Operations Oficer/Conmponent Business Oficer (Code 09A1)

Basi ¢ Function. The Deputy Operations O ficer assists the Qperations Oficer
in focusing on program execution, execution priorities and the
efficient/effective utilization of resources. The Conponent Business Oficer
(CBO enphasizes a business acunen to deci sion-nmaking while sustaining a
strong focus on production support of operations. Senior Civilian normally
assigned to the position due to deep know edge of products and service lines
to facilitate integration.

Duties, Responsibilities, and Authority. The Deputy Operations Oficer
ensures continuity of |eadership in the absence of the Operations Oficer.

3-4
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Deputy Operations Oficer will assist the Operations Oficer in recognizing
the horizontal span of business operations.

The Deputy Operations O ficer is responsible for coordinating pronpt delivery
of all of the command's products and services to the assigned activities and
Resident Officer in Charge of Contracts (ROCC) Ofices within the region.
The Deputy Operations O ficer has the responsibility for providing overal
manageri al direction and gui dance for the inplenmentation of the MLCON
program

Provi des in-depth reviews of custoner-generated engi neering service requests
or managenent reviews when needed fromtechnical, contractual and economc
Vi ewpoi nt s.

Coordi nates the efforts of organizational elenents involved in construction
projects fromtheir feasibility stage, through design and finally
construction, fit-out, customer turnover and project closeout.

The CBOis the lead and/or facilitator for [ong range and nulti-year

pl anni ng; strategic business efforts; strategic marketing; perfornance
measur enent; innovation; interdependence; Total Quality Leadership (TQ);
i ntegration of business |lines; pronotion of best business practices (BBP);
process inmprovenent for efficiency; and comrunity management program
advocat e.

The CBO assists the Qperations O ficer in providing a balanced focus on both
strategi c and business |ine objectives and day to day tactical issues in the
execution of conmand busi ness.

Responsible with the “conptroller” to define workload supported by the
Qper ati ons Departnent.

Organi zati onal Rel ati onships. The Deputy Operations Oficer reports to the
Operations O ficer. The Conponent Business Oficer reports to the Executive
Oficer.

b. Contingency Engi neering Oficer (Code 09AA)

Basi ¢ Function. The Contingency Engineering Oficer assists the Operations
Oficer in providing a balanced focus on strategic and tactical issues in
t he execution of conmmand business. A Mlitary CEC Oficer is normally
assigned to this position to present to our Navy clients (as well as other
mlitary services/DOD) a military interface.

Duties, Responsibilities, and Authority. The primary responsibility of the
Conti ngency Engineering Officer is to nanage the adm nistrative/ executive
efforts and record keeping of the Qperations Departnent.

The Contingency Engineering Oficer is responsible for preparation and
execution of contingency (military and di saster recovery) plans. Ensures the
application and effectiveness of necessary comand resources are identified,
recei ving proper enphasis on planning and training.

Col l ects and di ssemi nates reports fromfield offices and supporting agenci es.
Conpi l es and prepares reports in support of conmand mi ssion requirenents.
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The Contingency Engineering O ficer has the responsibility for providing
overal | coordinating directions and guidance for the inplenmentation of
reserve engi neer support throughout the conmmand and field offices.

Coor di nat es/ supports Joint Task Force (JTF) requirenents relating to
contingency contract planning and execution

O gani zati onal Rel ati onshi ps. The Contingency Engineering O ficer reports to
the Operations O ficer.

c. Caimant Liaison Oficer (Code 09A2)

(1) Basic Function. The Caimant Liaison Oficer (CLnO is the
conmand’ s seni or executive representative to higher echelon commands. The
CLnO provi des professional expertise to higher echelon commands to identify
services required and to select and access the best service providers.

(2) Duties, Responsibilities, and Authority. The CLnOis the
organi zati onal sponsor for the conmand’s engi neering and acquisition
expertise and provides the client a single point of accountability for al
NAVFACENGCOM busi ness |ines, from project devel opnent, execution, delivery of
products and services, through warranty and nai ntenance. The CLnO nay al so
assist the client with obtaining services fromproviders other than
NAVFACENGCOM when that provider is considered the best option for the client

The CLnO is the link between the client and NAVFACENGCOM s expertise in
installation engineering and facilities nmmintenance for both centrally funded
and client funded programs. Expert services are provided to higher echel on
conmands in direct support of nanagenment, operation, nmaintenance of
installations and operation of base facilities as seen and managed from a
client perspective. The CLnO deals with all of the NAVFACENGCOM product and
service providers and represents all NAVFACENGCOM products and services. The
CLnO actively participates with the client programdirectors and supports the
| ong-t erm nanagenment and techni cal operation of the program

(3) Organizational Relationships. The O ainmant Liaison Oficer
reports to the Deputy Operations Oficer

d. Activity Liaison Oficers (Code 09A3)

(1) Basic Function. Activity Liaison Oficers (ALnGCs) are the
conmand’ s seni or executive representatives to its activity clients. They
provide the client a single point of accountability for all NAVFACENGCOM
busi ness lines, from project devel opnent, execution, delivery of products and
servi ces, through warranty and mai ntenance. The ALnGs may al so assist the
client with obtaining services from providers other than NAVFACENGCOM when
that provider is considered the best option for the client. The ALnOs do not
repl ace or duplicate the Public Wrks Oficer (PW). The ALnGs facilitate
the function of the PWD or other client organizational counterparts.

(2) Duties, Responsibilities, and Authority. The Activity Liaison
O ficers provide professional expertise to the client activity in the field
to identify services required and to select and access the best NAVFACENGCOM
service providers. During execution of a project, the ALnGs coordi nate
between the client and the service provider, nmonitor the overall progress of
each project managed by other vendors, and ensure delivery of the fina
product to the activity. The ALnOs are expected to identify innovative ways
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to best service their client and to facilitate the service providers into
maki ng continuous inprovenents to better satisfy the client. The ALnGs are
expected to becone know edgeabl e about the client’s mssion, facilities,
staff, priorities, and operational philosophy in order to performthe |iaison
function effectively.

(3) Organizational Relationships. The Activity Liaison Oficers report
to the Cainant Liaison Oficer

e. Integrated Product Team (Bahrain (09ATB), Europe & N. Africa (09ATE)
and Italy (Code 09Al))

(1) Basic Function. Integrated Product Teans (IPTs) are dedicated
to delivering high quality products and services in a tinely and cost
effective manner to a select nunber of clients. The IPTs acconplish this
t hrough frequent conmuni cation between the clients and the Activity Liaison
Oficers (AnO and by keeping processes streanlined and current

(2) Duties, Responsibilities, and Authority

The | PT Leader (IPTL) exercises operational control over |PT nenbers and
report directly to the Deputy Operations Oficer. The IPTL is responsible
for the Team perfornmance and expected deliveries through deliberate vertica
and horizontal integration of all assigned work production of the IPT. The
| PTL i s expected to positively contribute to bal anci ng resources and
wor kl oad, assenbling acquisition strategy information, nonitoring team
metrics, applying consistent use of Managenent Infornmation Systenms, and
ensuring positive team noral e.

Enclosure (2) is the Integrated Product Team Qperations Manual. This nanual
identifies, in detail, the concept of operations for these teans. Team
Leaders will beconme familiar with and be gui ded by the contents of this
nmanual .

(3) Oganizational Relationships. Integrated Product Team Leaders

report to the Deputy Operations Oficer

305 — Director, Resources Managenent Departnent (N1)

Basi ¢ Function. The Director, Resources Managenent Department, is a
principal staff advisor to the Commanding O ficer and the Executive Oficer
inall mtters pertaining to Administration, Budget, and |Infornmation
Technol ogy.

Duties, Responsibilities, and Authority. Coordinates the devel opnent of
ENGFLDACT MED corporate | evel plans, strategies, objectives, policies and
resources. Mbnitors budget, manpower, adm nistrative, and information
systens plans and pl anni ng systens throughout the command to assure

consi stency and conpatibility with ENG-LDACT MED cor porate and hi gher

| evel planning policies and systens. Evaluates the command’s productivity
ef fecti veness. Acts as manpower nmanager for the conmand, coordi nating the
devel opnent and eval uati on of civilian manpower requirenments, eval uating
requests for nmanpower, and nonitoring established manpower policies.

Provi des a command focal point and |iaison between conmand clients and
LANTNAVFACENGCOM concer ni ng al |l budget, manpower, adm nistrative, and

i nformati on systems resource rel ated issues.
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Coordi nates the preparation of the command s position concerning the planning
and programm ng of resources for comuand operations involving al
headquarters prograns as well as field office requirenments.

Provi des conmand-w de speci al i zed assi stance in organi zati on and nanagenent
anal ysis, automatic data processing and tel econmuni cations services, al
financial managenent functions (includes budget and accounting functions),
adm ni strative support, and security services.

Provi des conmand coordi nation in inplementing policies per the provisions of
the Privacy Act, and Freedom of Information Act as promnul gated by higher
authority. Acts as the conmmand focal point for coordination of all nmatters
i nvol ving the Information Technol ogy Infrastructure, which consists of
functional information systens for Navy-w de use and comand nanagenent

i nformati on systens.

O gani zati onal Rel ati onships. The Director, Resources Managenent Departnent,
reports to the Executive Oficer for all matters pertaining to the interna
adm ni stration of the command.

a. Administrative Division Oficer Code (N11)

(1) Basic Function. The Adninistrative Division Oficer provides
adm ni strative support services to all nenbers of the Engineering Field
Activity, Mediterranean, Headquarters and a limted range of support to its
field offices.

(2) Duties, Responsibilities, and Authority. Responsible for
initiating and tracking all requests for civilian personnel actions for both
Headquarters and field offices to include: recruitnent, pronotions, civilian
i ncentive awards, personnel appraisals, and position description nanagenent.
Provi des i nput and mai ntai ns the ENGFLDACT MED portion of LANTNAVFACENGCOM s
Manpower dat abase. Prepares nanpower status reports for transmi ssion to
LANTDI V.

Provi des travel support services for all Headquarters nmenmbers. These
services include: transportation, billeting, preparing nessage traffic for

t heat er cl earance when necessary, and assistance in preparing travel clains.
Responsi bl e for adm nistering the Government |ssued Travel Credit Card and
MCI Tel ephone Credit Card Programs w thin ENGFLDACT MED.

Responsi bl e for the civilian tinekeeping function and the resol ution of
ti mekeepi ng and payroll issues.

Conmmand responsibility for the Physical and Information Security Prograns.
Acts as the command’ s purchasi ng agent.

Provi des postal directory, delivery, and collection services of U S. and
guard mail to the conmand

Mai nt ai ns the conmand central publication library. Screens al
correspondence and directives routed to the Conmanding O ficer and the
Executive Oficer and initiates adnmi nistrative action where appropri ate.
Assi sts Departnent Directors/Special Assistants on matters concerning

adm ni strative practices. Maintains the conmmand tickler data base systemto
ensure tinely correspondence, teleconmunication, and reporting actions.

Serves as the Command Freedom of | nformation Act Coordi nator
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Responsi bl e for sending, receiving, and disseninating all nessage traffic for
Headquarters.

Provides the interface for all building maintenance matters though the Alenia
Building Oficer or the U S. Naval Support Activity, Naples, Public Wrks
Depart nment .

(3) Oganizational Relationships. The Adm nistrative Division
O ficer reports to the Director, Resources Managenent Departnent.

b. Information Systens Division (N12)

(1) Basic Function. The infornation Systenms Oficer serves as the
technical authority to the command in the area of Informati on Resources
Management (I RM.

(2) Duties, Responsibilities, and Authority. Executes technica
programdirection for the command. Governed by the Executive Steering
Group’ s requirenents, avail able resources, goals, and objectives, commits
makes reconmendations to command for acceptance and introduction of new
Managenent | nformation System (M S) design and devel opment projects in
application areas covering various business, |ogistical, financial
mai nt enance, and managenent support systens; conputer operations and conputer
systens and software devel opnent.

Provi des techni cal planning and coordination to conmand conponents in
the formulation of m d- and | ong-range goals, objectives, and tinelines for
i mpl enentati on of new MS and technol ogy. Plans and advi ses, Director
Resour ces Managenent Departnment on budgetary and equi pment requirenents,
facilities and personnel necessary to inplenment new systenms and technol ogy.

Serves as the command's expert in Information Technol ogy (IT); keeps
abreast of the latest advances in industry and other federal agencies and
makes reconmendations to the Director, Resources Managenment Departnent as to
whi ch advances can best be utilized in the conmand. Provi des key | eadership
in the devel opnment of advanced techni ques and procedures for acconplishing
effective I T system security froma hardware, software, and physica
operations perspective. Mnitors the total IT Security Programfor the
conmand as to technical conpliance and effectiveness.

Provi des consultation services in the area of IT to command staff and
management personnel. Consultation services include prelimnary studies to
determ ne feasibility of new proposed MS. Resolves customer issues
pertaining to Autonated Data Processing services.

Oversees the effectiveness of the network, telecommunication systens,
application software, computer utilization, and quality of custoner support.

(3) Oganizational Relationships. The Infornmation Systens Division
O ficer reports to the Director, Resources Managenent Departnent.

c. Budget Division Oficer Code (N13)

(1) Basic Function. The Budget Division Oficer analyzes current
and proposed operating prograns to evaluate their actual or potential
ef fecti veness in achieving objectives and perforns a variety of accounting
and budget anal yst duties.
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(2) Duties, Responsibilities, and Authority. Develops and formul ates
the conmmand' s budget request for the coming fiscal year

Advi ses program nmanagers on the status and availability of funds in
di fferent budget accounts and all aspects of the conmand budget process
whi ch apply to their prograns.

Monitors the availability and use of funds and conducts detail ed analysis to
identify, quantify, and evaluate the nmutual effects and interrel ati onships
bet ween program goal s and acconplishnents and financial resources and
policies. Accepts funding docunents, approves obligation authorities for

| ocal |y accepted funds, and provides invoice nmanagenent.

Monitors the use and rate of expenditure of budgeted funds through
continui ng dial ogue with programofficials and their staffs, review of
written docunments, and exam nation of accounting records.

Prepares a variety of reports covering the status of funds, expenses, and
obligations, as required by higher authority.

Determ nes the propriety and cost effectiveness of funding requests.

Revi ews budget, and accounting transactions. Analyzes productivity,
wor kl oad, and program acconpl i shnments. Evaluates the effect of cost and
program changes on the budget execution process.

Anal yzes program funding estinmates to identify deficiencies, excesses,
trends, inbal ances, etc. to ensure objectives of the annual financial plan
are being met on a tinely basis and that funds are avail able and being
properly and effectively used to support program goals and objectives per an
approved pl an.

Conpi |l es, analyzes, and sunmarizes financial data. Develops detailed
estimates and justifications needed for funding to support inportant prograns
and projects.

Coordi nates revi ews and prepares actual and projected financial estimates,
justifications, and strategies in support of inportant substantive program
goal s and objectives. Provides consolidated response with recomendati ons
concerni ng changes in fundi ng pl ans which necessitate correspondi ng program
changes of major inpact.

(3) Oganizational Relationships. The Budget Division Oficer
reports to the Director, Resources Managenent Departnent.

306 — Chief of Contracts (N2)

Basi ¢ Function. The Chief of Contracts, is the principal staff advisor and
authority on contracting natters in the ENGFLDACT MED ACR and is responsible
for ensuring overall command m ssion performance by assuring that acquisition
progranms are consistent for efficient operations and that guidance is
appropriate and foll owed.

Duties, Responsibilities, and Authority. Appointed as a warranted
contracting officer and serves as the Chief of Contracts Ofice for the
ENGFLDACT MED ACR.
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Manages the acquisition of construction, repair and alteration projects,

prof essi onal architect/engi neer design and i nspection services, environnental
services, and facility support services throughout the AOR Principle

consul tant on contractual nmatters and senior contracting approval authority,
Source Sel ection Authority on acquisitions as determ ned by LANTDIV, and
approval official for special determ nations, source selection plans,

negoti ation strategies, and for final decisions on contractor clains and AE
liability issues, including final decisions related to the term nation of
contracts.

Est abl i shes, comuni cates and enforces contracting policy and provides

gui dance to hi gher managenent officials as well as personnel from other
conmmands. Revi ews deci si ons taken by others which have |l egal or contractua

i mplications, including inplications of unique |ocal contracting conditions
and procedures and liaises with host nation governnment agenci es and sponsors
on contracting matters. Reviews quality of contracting throughout the AOR

t hrough managenent of the Perfornmance Measurenent and Assi stance Program

Recommends to the Commandi ng OFficer the appropriate | evel of contracting
authority for field contracting offices and mlitary and civilian contracting
of ficers and del egates adninistrative contract authority to subordi nate
supervisors, officers and field offices. Assists in establishing slate,

sel ection, and negotiation boards for the selection of architect/engi neer
firnms. Appoints Contracting O ficer Authorized Representatives and
Contracting O ficer Technical Representatives. Mnages the conmand’'s | MPAC
Credit Card program and appoints Activity Program Coordi nators and aut hori zed
car dhol ders.

Serves as the command’ s Deputy Conpetition Advocate with the authority to
execute justifications and approvals for other than full and open conpetition
and unusual and conpelling urgency on requirenents under $1 mllion and has
del egated authority to ratify unauthorized comitnents to $25,000. Conmunity
Manager and Resource Manager for U. S. and |ocal national contracting
personnel throughout the AOR responsible for determ ning appropriate staffing
| evel s and staffing m xes, personnel managerent, training, and career

devel opnent .

Organi zati onal Rel ationship. The Chief of Contracts, obtains contracting
authority fromthe Commanding Officer, is supervised by the Executive Oficer
for contractual responsibilities, and operationally supports the Deputy
Operations Oficer for all matters pertaining to the execution of work. APAS
eval uations are perforned by the contractual chain of command, with input
fromthe operational chain of conmmand.

307 — Design Product Line Coordinator (N4)

Basi ¢ Function. The Design Product Line Coordi nator provides a variety of
services, including design managenent and facilities managenent support.

Duties, Responsibilities, and Authority

Perfornms all actions necessary to synopsize, slate, and select Architect-
Engi neering firms for all projects for which Design Authority is held.

I ncl udes preparation of design contract governnent estinate and supporting
docunents and scope refinement; managi ng desi gn contract through conpletion;
and providing technical support to subordinate field offices as required in
resol ving post construction contract award issues.
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Coordi nates any actions with inpact on | ease agreements with the Real Estate
Department and providing project specifics to field offices. Perforns and
provi des design and/or technical services as necessary to the Naval
Construction Force (NCF), Arny, and Air Force conponent commands w thin the
AOR.

Organi zati onal Rel ati onshi ps. The Design Product Line Coordinator reports to
t he Conponent Business O ficer.

308 —Constructi on Managenment Product Line Coordi nator/ RO CC Operations (N5)

Basi ¢ Function. The Constructi on Managenment Product Line Coordinator / RO CC
Qperations is responsible for effective field nanagenent, safety, and quality
assurance within the RO CC offices assigned to ENG-LDACT MED. Serves as the
Conmand’ s RO CC Advocat e.

Duties, Responsibilities, and Authority

Primary point of contact for Field Ofice interests and concerns at the
Headquarters level. Serves as the field advocate in creating and
i mpl enenting command poli ci es.

Serves as the command Safety Coordi nator and provi des technical and safety
training for all field offices, inplenents NAVFACENGCOM safety initiatives,
provi des assistance to the field in all safety matters, reports to LANTDI V
and NAVFACENGCOM on status of safety prograns. Provides technical assistance
to the field in specific engineering areas including: boilers, generators,

el evators, transformers, and Testing and Bal anci ng of Systens (TABS)/Air
Condition Automatic Control Test (ACATS).

Provi des annual Work In Place (WP) and staffing data to LANTDI V.
Al l ocat es personnel and budget resources based on workl oad projections and
provi des assistance to the field offices in individual WP and budget
projections. Assists the Adm nistrative Division in all field office
personnel issues, except Contract Specialists, including, Performance
Apprai sal Revi ews, devel opment of job descriptions, staffing forecasts, and
recruiting and hiring actions.

Supervi ses the training and devel opnent program for constructi on managemnent
engi neers and field office personnel.

Coordi nator for the Title Il Programwhich contracts for project engineers,
schedul ers, and construction inspection services.

Assists Field Ofices as requested in evaluating AAE liability subnmittals,
requests for information (RFl), and conducting constructability reviews.

Organi zati onal Rel ationships. The Constructi on Managenent Product Line
Coor di nat or/ RO CC Qperations, reports to the Conmponent Business Oficer with
direct reporting to the Commanding Officer on all safety matters.

309 — Real Estate Product Line Coordinator (N6)

Basi ¢ Function. The Real Estate Product Line Coordi nator serves as the
techni cal authority and Program Manager in all matters pertaining to the
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preparation, execution, and distribution of real estate | ease contractua
docunent s.
Duties, Responsibilities, and Authority

Prepares and issues requests for proposals. Prepares justifications for
approval of any sole source procurenent. Analyzes proposals froma
procurenent policy and procedures viewpoi nt and conducts negotiations wth
responsi ve proposers. Makes contract awards and notifies unsuccessfu
proposers. Prepares and effects execution and distribution of nodifications
to | ease contracts, including negotiations for alterations and inprovenents.
Prepares and i ssues | ease renewal notices.

Prepares and effects execution and distribution of |ease termnations.
Negotiates claims for restoration at ternination when required.

Participates in technical, selection, and negotiation boards for |ease
acqui sitions.

Makes interpretations of |ease contract terns and provisions, and nakes
recomendat i ons regardi ng appropriate actions.

Makes recomendati ons for changes to procurenent policies and procedures as
required.

Participates in discussions with contractors to clarify contract terns and
provisions as related to procurenment policies and procedures.

| ssues correspondence to the contractor to correct failure in performance of
contract obligations and as perfornmance clarifications are required. Effects
rental deductions as required.

Recommends to the Commandi ng OFficer the appropriate | evel of Real Estate
Warrants for field | ease adm nistration offices and mlitary and civilian
real estate contracting officers and del egates admi nistrative | ease authority
to subordinate supervisors, officers and field offices.

Accepts and approves fundi ng documents.
Mai nt ai ns proposer mailing lists.

Est abl i shes policies and procedures concerning the adninistration of
ENGFLDACT MED | ease contracts by field offices.

Provi des direct guidance and assistance to activities to assure consonance
with | easi ng procedures established by NAVFACENGCOM P-73 and
LANTNAVFACENGCOM NST 11011. 7C.

Monitors the performance of activities |ease administration offices per
est abl i shed policies and procedures by conducting and participating in
Acqui sition Managenment Reviews (AMRs). Maintains conplete and accurate
records of all |ease contract actions.

Approves and del egates | ease adm nistration authority to field offices.

Organi zati onal Rel ationships. The Real Estate Product Line Coordi nator
obtains contracting authority fromthe Conmandi ng Officer, is supervised by
the Executive Oficer for real estate contractual responsibilities, and
operationally supports the Deputy Operations Oficer for all matters
pertaining to the execution of work. APAS eval uations are perforned by the

3-13



ENGFLDACTMEDI NST 5400. 1B
5 May 00

contractual chain of command, with input fromthe operational chain of
command.

310 — Environnental Product Line Coordinator (N8)

Basi ¢ Function. Environmental Product Line Coordinator, serves as the
techni cal authority and Program Manager in the area of environnental
protecti on and waste di sposal

Duties, Responsibilities, and Authority

Coordi nates, inplenments, and nonitors the U S. Navy European Environnental
Program per OPNAVI NST 5090. 1B

Provi des environnental technical assistance to all Navy activities in the AOR
in the areas of water supply, wastewater disposal, air pollution control
asbestos control and renmediation, solid and infectious waste disposal

hazar dous waste di sposal and m nimzation, oily waste, spill prevention and
conti ngency response, and underground storage tank nanagenent. Coordi nates
techni cal support w th LANTNAVFACENGCOM Envi ronmental Quality Division when
specific expertise is required and serves as the focal point for al
LANTNAVFACENGCOM envi ronment al i nvol verrent in the AOR

Provi des support to COVFAI RVED as the Regional Environnental Coordinator per
t he Menorandum of Understandi ng for Environnmental Support between ENGFLDACT
MED and COVFAI RVED. Advi ses COVFAI RMED on conmand envi ronnent al i ssues.
Assists in the devel opnent, execution, monitoring and i nspection of the
environnental programw thin the COVFAI RVMED AOR.  Provi des support to

CI NCUSNAVEUR as the DOD Executive Agent for Environnent for Greece, ltaly,
and Spain. Manages the devel opnent and inplementation of the U S. DOD

Envi ronment al Fi nal CGoverning Standards to be issued for all DOD service
conponents in these countri es. Devel ops working relationships with all DOD
conponents and Host Nation authorities in order to support the DOD Executive
Agent .

Provi des support to the Cl NCUSNAVEUR envi ronmental program including
tracki ng and managenent of the program budget, devel opment of program policy
and gui dance, program evaluation, and training coordination

Organi zati onal Rel ationships. The Environnental Product Line Coordinator
reports to the Conponent Business Oficer

311 — Base Operations Support Product Line Coordinator (N9)

Basi ¢ Function. The Base Operations Support Product Line Coordinator serves
as the command’ s technical authority and Program Manager in matters
concerning utilities, plants and systens as well as matters concerning energy
engi neeri ng and energy managenent. Acts as the facilities nanagenent
customer service representative

Duties, Responsibilities, and Authority

Provi des adninistration and managenent of the Naval Facilities Engineering
Command's Uilities Engineering Prograns and Energy Engi neering Prograns.
These prograns i nvol ve conducting studies, devel opi ng plans, and providi ng
techni cal advice and assistance to major clainmants, activity Comrandi ng
Oficers, Public Wrks Oficers, and other departnents of ENGFLDACT MED. The
purpose is to assure the provision of adequate, reliable, safe, efficient,
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and econom cal utilities at Navy shore stations within the geographic area
served by ENGFLDACT MED. Included are all technical and engi neering matters
and functions concerning the installation, testing, operations, naintenance,
repair, replacenent, and expansion of nechanical and electrical utility
plants, distribution systens, and utility service acquisition

Provi des techni cal support based on Utility Service Requests (USRs) to effect
i ncreases/ decreases in power at customer sites, or to establish new delivery
points. Prepares cost estinmates and conducts technical eval uation of
requests for newrevised utility services. Provides technical review of cost
proposals by utility contractors/agencies and all technical actions necessary
to facilitate award/ nodification of utility contracts.

Coor di nat es Engi neering Services Requests (ESRs) w th LANTNAVFACENGCOM or
provi des engi neering services support to Public Wrks Departnents within the
AOR. If a particular talent or expertise is maintained in-house that is
needed outside the AOR support nmay be provided based on availability.

Acts as facilities nanagenment custoner service representative with support as
needed from LANTNAVFACENGCOM  Provi des public works managenent and
engi neering consultation wi thin technical manpower paraneters.

Organi zati onal Rel ati onshi ps. The Base Qperations Support Product Line
Coordi nator reports to the Conponent Business Oficer

312 - Field Ofices

Qur field offices are located at the follow ng | ocations: Aviano, ltaly
(Northern Italy); Bahrain; Cairo, Egypt; La Maddal ena, Italy; London
Engl and; Naples, Italy (Southern Italy); Rota, Spain; Sigonella, Italy
(Sicily); Souda Bay, G eece; and Vicenza, ltaly.

The primary function is to provide quality facilities in a tinely fashion in
order to nmeet the client’s needs in the npst cost effective manner.

The field offices are the primary points of contact with the contractor after
contract award. The field offices work with the client, designer
contractor, and Headquarters to coordi nate the best possible project.

Field offices are responsible for the follow ng aspects of the construction
contract adm nistration process: Safety Plan devel opment and i npl enentation
Quality Control Program Contract Schedul e, Devel opnent of the Contract File,
and Resource Planning to include conputers, vehicles, office assets, and
utilities accountability.

The field offices provide a total “storefront” of contracting activities to
t he NAVFACENGCOM clients including, but not linmted to, the follow ng
capabilities: warranted contracting officers both Admi nistrative (ACO and
Procurement (PCO), Real Estate, Lease-Construct, Quality Assurance, and
Techni cal engi neering capability.

Organi zational Relationships. Al field office Resident Oficers in Charge
of Contracts (the senior Civil Engineer Corps Oficer assigned) report to the
Deputy Operations O ficer for operational issues and to the CQO XO for Conmand
i ssues.
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CHAPTER 4

GENERAL POLI CI ES

400 — Purpose and Scope. This Chapter contains policies and gui dance
concerning the adm nistration of this comand.

401 — Classified Material. Personnel handling classified material wll
ensure that docunments are kept in a folder with the classification marking on
the outside. Classified materials cannot be |eft unattended and nust be in
view of a person with a clearance for that [evel of information or nmust be

| ocked in a safe approved for that purpose. Questions concerning classified
mat eri al and who has access will be directed to the Security Manager (N11).
Al'l personnel having a requirement to store classified material must inform
the Security Manager prior to doing so. Under no circunmstances will any
classified material be stored in command office spaces w thout the know edge
of the Security Manager

402 — Commtnents on Behal f of Conmmand. No comm tnents on behal f of the
command will be made to individuals, activities, commands, or civilian
agenci es without the authority of the Commandi ng Officer

403 — Forns, Records, and Correspondence, Oficial. No person shall

Havi ng possessi on, custody, or control of official correspondence, forms, or
records, knowi ngly deliver themor divulge their contents to any person not
aut horized to receive them

Sell, barter, or trade official correspondence, records, or forms for
nonetary gain or other considerations.

404 — Governnment Property. No person shall:

Conceal or fail to report to proper authority the loss, removal, destruction
or damage of government property entrusted to their care or custody.

Remove without proper authority fromits regular place of stowage or

| ocation, for any purpose whatever, any article of governnent property
including fixtures, fire fighting and first aid equipnment, |life saving and
enmer gency equi pnent.

Have in their possession on board this facility any article of government
property except as may be necessary for the performance of their duty or as
may be aut horized by proper authority.

405 — Information, Divulgence of Oficial. Any person wishing to refer, by
means of review or inspection, to any official record, such as their own
service record, shall first obtain perm ssion fromthe Adm nistrative
Oficer. This will preclude unauthorized disclosures, renmoval, or alteration
of records.

406 — Keys. Code N112 (Managenent Assistant) is the Key Control Oficer who
shall be responsible for issuing all keys. The Key Control O ficer shal
keep the necessary records of all keys issues, and shall maintain the key

| ockers. Duplicate keys for all locks will be kept in the key | ocker
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407 — MCI Tel ephone Cards, Governnent |ssued. The use of governnment assets,
i ncluding the use of Departnent of Defense tel ephone calling cards, is
limted to the conduct of official business. No personal telephone calls

wi || be nade using Government issued tel ephone cards. Safeguarding the card
is of prime inportance. U. S. 800 or 888 toll free calls can be accessed by
calling DSN. (312) 870-4663.

408 — Messages, Release of. Departnent Directors, Special Assistants, and
the Administrative Oficer are authorized to create and rel ease offi cial
nmessages pertaining to their AOR Al nessages will be transmitted via the
Admi ni strative Oficer.

409 — O ficial Mail, Use of. Oficial mail is for mailings rel ated
exclusively to the official business of the U S. Government. Oficial mail

will not be used for private use to include shipping personal non-
professional itens nor will governnment supplies be used for the preparation
of private mail shipnents. Oficial mail includes Mlitary Postal Service,

Guard Mail, and couriers enployed by the United States Government.

410 — Overseas Tour Length Policy for U S. Civilian Personne

Ref: (a) Joint Travel Regulations, Vol. Il, Article C4009
(b) Joint Travel Regulations, Vol. Il, Article C4357
(wwv. perdi em osd. m /)
(c) DODINST 1400.6 (http://web7.whs.osd. m|/corres. htm

Overseas tour length is determned by the transportati on agreenent signed by
t he enpl oyee upon acceptance of overseas enployment. Based on the above
regul ati ons, the command policy on tour length and early rel ease from
transportati on agreenments is established:

a. Overseas tour lengths are up to 36 nonths depending on the | ocation
of the duty station.

b. Enployees returning during the first 12 nonths of their tour length
are responsible for all transportation costs to the overseas duty station and
return unl ess a waiver is obtained.

c. Employees returning after 12 nonths of their tour length but prior to
conpletion of their full tour length, are responsible for return
transportation costs unless a waiver is obtained.

d. References (a) and (b) outline provisions for waivers of the
rei mbursement requirenment. Justifiable exceptions include things such as:
maj or medi cal conditions that cannot be treated overseas, a documented
i Mmediate famly menber crisis requiring an enployee’'s full tine presence in
the Continental U S. or limted other docunented hardships requiring the
i medi ate return of the enployee to the U S

e. Al requests for early release fromtransportati on agreenments (other
t han enpl oyee nedi cal energencies requiring the Medical Evacuation of the
enpl oyee) will be forwarded by the enployee via their Chain of Command to the
Commandi ng Officer for approval. Approval by the Commandi ng Officer nust be
obtained prior to the enployee nmaking any conmitnent or plans to transfer
fromtheir current position
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f. Per reference (c), the naxi mum overseas tour length for U S civilian (A

personnel is 5 years. Extensions beyond 5 years nust be approved through the

Chain of Command to LANTNAVFACENGCOM Additionally, the Conmandi ng Officer

may administratively extend a person for a maxi mum of 6 months beyond 5 years

on a case-by-case basis. Extension requests should be submitted not earlier

than 9 nonths prior to the end of tour conpletion date. |In either case,

extensions will only be granted to ensure contact relief/turnover or to

mai ntain a specified operational requirement. 1In this situation, the length

of extension granted will be right-sized to the specific need and no | onger.

g. The Position Managenent Board will review all early release and tour (R
ext ensi on requests beyond 5 years and nake recommendati ons to the Commandi ng
O ficer.

h. ENGFLDACT MED will normally request advice fromthe Human Resources
O fice before making a decision on the request for rel ease.

This procedure is meant to reinforce enployees’ awareness of the policies in
references (a) and (b) and does not in any way nodify or amend those
pol i ci es.

411 — Pets. No person shall introduce into the office space any ani mals,
birds, reptiles, or fish for any purpose whatever, without perm ssion of the
Executive O ficer.

412 — Safety. Ref (a): LANTNAVFACENGCOM NST 5100.17, CH 3. Reference (a) is
the basic safety policy for this conmand. The follow ng policy exceptions to
reference (a) will be followed throughout ENG-FLDACT MED:

- p. 8, delete paragraphs 1.2.1 and 1.2.2 and replace wth:

1.2.1 Safety and Heal th Program Manager (Code N54). A staff function
assigned to the Construction Managenent Product Line Coordi nator
/ RO CC Operations (N5) with direct reporting to Commandi ng

O ficer, as necessary. This individual will be responsible for
all safety and health matters relating to contract construction
as a full tine position. |In addition, this individual wll

provi de oversight on the program el enent for personnel and
conmand facilities.

1.2.2 Safety Design Specialist(Code N44). A staff function assigned to
t he Engi neering Product Line Coordinator (N4). This individual
wi |l be responsible for systens safety engineering as a
collateral duty to their other design responsibilities.

- Repl ace all references to Code 09K with Code N54.

- Replace all references to Code 0526 with Code N54.

- p. 32, delete 1% sentence in paragraph 3.4.1 and replace with the
fol | owi ng:
3.4.1 System Safety Engi neer: N44 shall serve as the Design
Representative for Safety/System Safety Engi neer.

- p. 34, delete paragraphs 3.4.2, 3.4.4, 3.4.5, 3.4.5.1, 3.4.5.
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- p. 65, Replace 1. Cwith the follow ng:
A staff nmenber of the Resource Managenent Departnent (Code N113) is the
program coor di nat or who has overall responsibility for the Hazardous
Conmuni cati ons Program

413 — Sexual Harassnent

Responsibilities. Al mlitary and civilian personnel in the Departnent of
the Navy are responsible to maintain high standards of honesty, integrity,
inmpartiality, and conduct to assure proper performance of business and

mai nt enance of public trust. Sexual harassnment viol ates those standards,
especially with regard to principles of equal opportunity.

Definitions. Sexual harassment is a form of sex discrimnation that involves
unwel cone sexual advances, requests for sexual favors, and other verbal or
physi cal contact of a sexual nature when

Submi ssion to or rejection of such conduct, is nmade either explicitly or
inplicitly a termor condition of a person’s job, pay, or career

Submi ssion to or rejection of such conduct by a person is used as a basis for
career enpl oynent decisions affecting that person. Such conduct interferes
with an individual’s performance or creates an intimidating, hostile, or

of f ensi ve envi ronnent.

Action

Al'l Department Directors, Product Line Coordinators, Special Assistants, and
supervi sors have the responsibility to provide an environment free of sexua
intimdation, hostility, or psychol ogi cal stress. Although each person is
accountable for their own actions, managers are responsible for ensuring that
sexual harassnent is immedi ately ceased and any repeat offense inmediately
reported to higher authority.

Enpl oyees have the continuing responsibility to ensure that sexual harassnent
is not allowed in any work area, and to report any such incidents to their
supervi sor inmediately.

Sexual Harassment Policy. Consistent with U.S. Navy Regulations, it is
everyone's responsibility to ensure all ENGFLDACT MED enpl oyees are able to
work in an environnent free from sexual harassment. Sexual harassnent is not
and will not be tolerated. Al cases or suspected incidents of sexua

har assment shoul d be reported by the victimto the offender’s supervisor, as
well as, their inmediate supervisor. |f the situation continues, nilitary
personnel should notify their inmedi ate supervisor, division officer or they
may go directly to the Executive Officer. Civilian enployees shoul d contact
their chain of conmand, EEO Advi sor/Deputy EEO Officer (DSN. 626-5755), the
NAVFACENGCOM | nspect or CGeneral hotline (conmercial: (202) 685-9110) or the
LANTNAVFACENGCOM Conmand Eval uation Hotline (comrercial: (757) 322-8035/36).

414 — Signing Oficial Correspondence. The Executive Oficer, Departnent
Directors, Product Line Coordinators, Special Assistants, and the

Admi ni strative Oficer are authorized to sign official correspondence
pertaining to their AOR for the Conmanding Officer. The words “By direction”
shal | appear bel ow the signature. The Commanding Officer will sign al

of ficial correspondence relating to the mssion, efficiency, or policy of the
comand.
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During periods when the Commanding Officer is absent fromthe conmmand, and
normal succession is followed, the word “Acting” shall appear below the
signature of the officer tenporarily succeeding to conmand.

In the absence of the Executive Oficer, the Director, Resources Managenent
Departnment, as the Command’s Casualty Assistance Calls O ficer, is authorized
to sign “By direction” correspondence and nessages relating to personne
energenci es occurring outside of normal working hours.

415 — Small Arns, Weapons. No snall arnms, ammunition, pyrotechnics or other
expl osi ve devi ces or personal weapons shall be brought aboard conmand
facilities.

416 — Standards of Conduct. Mlitary and civilian personnel nust observe

St andards of Ethical Conduct for Executive Enployees (http://fedl aw. gsa.gov/)
in their dealings with businesses and individuals external to the Depart nment
of the Navy. Each instance of conduct nust be carefully considered. Each

i ndi vi dual must be prepared to account for the manner in which they exercise
their judgenent. Each individual must |ikew se ensure the Government
supplies, equi prment, and personnel are enployed only in furtherance of the

of ficial purposes of the Navy. Violations of standards will subject the

of fender to disciplinary action

417 — Tipping. No person shall accept any noney or other conpensation from
or offer the sane to a person on board this facility in return for a service
performed in the line of duty, which is their duty to perform regardless of
the circunmstances incident to such service.

418 — Tobacco Use Cessation, Prevention, and Education. The Comrandi ng
Oficer's policy establishes tobacco use prevention/cessation as a conmand-

wi de goal. The command environnent nust genui nely support abstinence and

di scourage the use of tobacco products, create a heal thy worki ng environnent,
and provi de snmoker encouragenent and professional assistance to stop snoking.
It is not the Departnment of Navy (DON) policy to prohibit tobacco use, but in
order to contribute to healthy, safe, unpolluted work and living
environnents, appropriate restrictions are necessary. A positive educational
awar eness approach must be conscientiously pursued. Educational material and
prograns for tobacco use prevention/cessation are available fromthe U S.
Navy Hospital, Naples, Italy and mlitary nedical facilities co-located with
ENGFLDACT MED field offices.

Personal exanple by all in | eadership and supervisory positions is vital to
the success of this policy. The conmand encourages the participation of
snokers at approved snoking cessation clinics/workshops.

This conmand shal | di scourage tobacco use to the nmaxi num extent possible
whi | e enphasi zi ng the positive aspects of the DON policy.
Tobacco use is prohibited in all working spaces and in governnent vehi cles.

419 — Travel Charge Cards, Governnment |ssued. Governnent issued trave
charge cards nmay be used by the holder to pay for neals, |odging, car rental

and ot her authorized expenses during periods of official travel, i.e.
Tenporary Additional Duty (TAD) by nilitary personnel, or Tenporary Duty
(TDY) by civilian personnel. In enmergencies, the travel card nay al so be

used to purchase airline tickets required for official government business.
Furt her, they shall be used to obtain authorized travel advances from
Aut omat ed Tel |l er Machines (ATMs). No other uses are pernissible! Al
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personnel registered in the governnent travel charge card program shal
assune personal responsibility to ensure that the charge card is used only
for authorized expenses during periods of official travel.
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INTEGRATED PRODUCT TEAM OPERATIONS
1.0 PURPOSE

EFA Mediterranean is a process driven, client focused, interdependent organization with selected
core competencies. Our products and services are delivered through documented processes and are
reviewed periodically for efficiency and effectiveness. We rely on a client interface system that
provides a single point of contact when needed, and easy access into the organization for our
clients. We exist only to serve the client and deliver to them the highest quality product through the
fastest, most cost-effective process available. We provide products and services through cross-
functional teams who have all the resources and functional personnel necessary to deliver the
products and services to meet or exceed client expectations.

The Integrated Product Teams (IPTs) are dedicated to delivering high quality products and services
in a timely and cost effective manner to a select number of clients. The IPTs accomplish this
through frequent communication between the clients and the Activity Liaison Officers (ALnO) and
by keeping processes streamlined and current. The dedication to make facility management work
easy for our clients may cause our internal management to be more difficult. Management controls
and coordination must evolve to insure that new challenges can be resolved efficiently and
effectively. We will use strategic and annual/regional planning to forecast trends of future client
needs so we can prepare the acquisition strategy and personnel expertise required to meet or exceed
those needs. The IPTs strive to be the provider of choice for their clients.

This MED Integrated Product Team Operations Manual has been prepared as a handbook for all
IPT members giving information and guidance on day-to-day production. Specific details for each
Business Line, Contracts and Host Nation Liaison are/will be added as appendices. Updates are
necessarily anticipated and coordinated manual revisions will be forwarded to the above
distribution.

2.0 ROLE IN THE ORGANIZATION

The EFA MED | PTs are responsible for delivering all of the products and
services to clients within their respective area footprints
or areas of technical responsibilities except for those
products and services that are gl obal/regional in nature and
overarch nore than one I PT's geographic responsibility. W
have the duty to assist our clients in the planning,
devel opnent, design, construction, nmaintenance, and operation
of their facilities. The Operations Oficer exercises
operational control over the IPT. The Resident Oficer in
Charge of Contracts (ROCC) / Field Teans are an integral
part of the IPT from conception to conpletion and turnover
mai nt enance and operation of conpleted facilities. The RO CC
reports to the Operations Oficer.

3.0 BUSINESS PLANNING

3.1 Market Assessment:
The size of the IPT is shaped through a client needs
assessnment. The assessnment begins with client input fromthe
Li ai son O ficers and programinput fromthe BLMs/PLL/PLCs.
The I PTLs will analyze the input to assess theater-w de
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0

wor kl oad and resources required. EDM RAP inpacts will be in
turn assessed and coordi nated with EFA Operations as
di scussed bel ow i n Resources.

3.2 Acquisition Strategies:
The I PTL is responsible for coordinating Acquisition Strategy
for all products and services.

Standard Fornmat to be devel oped.

Part of the process of delivery of products and services is to strategize
delivery and position tools for use by the IPT. Senior
Leadership, including the I PTLs, Contracts, and EFA MED
Operations coordinate with PLCs/PLLs to devel op regi ona
acquisition strategi es bal anced by client input and
preferences provided by the Liaison Oficers.

The EFA MED Chi ef of Contracts is responsible for coordinating all AOR
contract needs, capacity, and procurement. Al A/E contract
announcenents (CBD or European) and S/S/S participation will
be reviewed / coordinated with the appropriate |IPTL, Norfolk
Contracts, PLL, and PLC prior to issuance.

OPs will chair a Production Control Board for the purpose of routine review
of general |PT production with a disciplined forward | ook at
wor kl oad. The PCB will be hosted every 3-4 nonths — with the
exact cycle determ ned based on Business Line program cycl es.
El enents of the board di scussions include group review of al
future MED AOR product and service deliveries, consensus on
regi onal acquisition strategies, agreeing on specific
delivery acquisition strategies and reaffirmng | PT
resources. The PCB neeting will rotate between Norfol k and
Napl es and has the foll ow ng standing representatives:

OPs/ DOPs, | PTLs, respective BLMs/PLLs/PLCs, Contracts
O ficers and MED Host Nation Liaison Oficer

3.3 Resources:
The IPTL will review and influence the initial EDM (both
resident and virtual) to confirmthat adequate resources are
pl anned. The IPTL will influence discussions between the MED
PLCs and the LANT PLLs to recalibrate the staffing. Should
unresol ved conflicts occur, EFA Qperations will initiate
negotiations with EFD BLMs to resol ve

The I PT | eader is responsible through the Operations O ficer to budget for
| abor and support for those team nenbers for which hel/she
exerci ses adninistrative control. PLCs are responsible for
budgeti ng, managi ng, and controlling the annual budget for
| abor and support of core assets, in close coordination with
t he | PTLs.

CLI ENT AND PROGRAM COORDI NATI ON

4.1 dients:
The I PT delivery involves direct conmunication with clients.
Once the Acquisition strategy is initiated the team nenbers
routinely adjust / adapt through this communication
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The d ai nant

4.2 Liaison Oficer (LnO: The LnGCs are client connections to the |IPTs and

are communi cati on and coordi nation facilitators before,
during and after deliveries.

Liaison Oficer is the single point of accountability for

quality and service to our claimant clients for the |PTs,
while facilitating business |ines and business |ine

devel opnent, execution, and delivery to the client claimant.
The EFA MED CLnO will neet clients routinely to influence
conceptual devel opment of M LCON 1391's, Special Projects,
Integrated Priority Lists, etc....predecessor actions before
| PT production efforts are started.

The Activity Liaison Oficers (ALnGs) are dedicated to base activity

clients and are key to the client interface process as

hori zontal connections to the IPTs. The ALnGs nonitor
progress of various key production efforts of the |IPTs as

i nternal feedback |oops within the IPT. The IPT would use
that info to course correct or validate on target deliveries.
The |1 PT can expect the ALnGs to advocate for the clients for
all products and services and lead the clients to identify
requi renents, identify product options, determi ne avail abl e
fundi ng sources, and define schedul e
expectations/linitations. The relationship between the ALnQ
the client, and the I PT should be one where the actua
delivery is sorted out with client intelligence fromthe
ALnO, ultimately delivered by the IPT at expected quality,
cost, and schedule...validated by the ALnOto the IPT to

af fect process changes for all future deliveries. Additiona
i nformati on regarding the Liaison Oficer concept can be
found in the NAVFAC Atlantic Concept of Operations.

4.3 Determining Cient Expectations:

ALnGCs (as lead) with selected | PT nenbers are responsible to
get with the client during the initial devel opnent stages of
a project to define expectations and agree on |evel of
quality, timeliness, cost, and accessibility. A request for
services is received froma client, through a self initiated
Client Request and Eval uati on Form (CREF) through the EFA MED
Wb Site or prepared by the person that receives the work
fromthe client if not the ALnO Clear witten definition up
front mninzes false starts or m ssed production efforts
that increase product costs. During the project
production/delivery pronpted by client personnel change or
differing situations, the Project Manager (PM and the ALNO
will sit down with the client to re-establish expectations.

Client Satisfaction:

By working exclusively with a specified number of clients at a designated geographic AOR, the IPT
will become increasing effective at meeting expectations and maximizing client satisfaction.

4.5

Product Line Coordinators (PLC):

The PLC's role in Client and Program Coordination is in direct support to the team. The PLC is
responsible to monitor, evaluate and improve the production processes being used by the IPT.
PLCs shall also ensure that clients are accounted for and programs are in focus, and that the best in
class production systems are in place to facilitate the future deliveries. The Product Line Leader
(PLL) serves a complimentary role at the division level for a division-wide perspective.



4.6  Special Assistants:

Naples resident Special Assistants are available for Legal issues, Mixed Commission approvals,
Host Nation Coordination, and Appraisals, and are considered full and accountable production
elements of the IPT.

5.0 IPT ROLES AND RESPONSIBILITIES

The Integrated Product Team is a geographically based execution team that has the clear
responsibility and accountability to deliver products and services to the clients in that AOR. The
members of the IPTs are either resident (in Naples or at one of the ROICCs) or virtual (located
currently in Norfolk and Philadelphia); and will participate on deliveries in either a part-time or full-
time basis.

5.1 Integrated Product Team Leader (IPTL):
The | PT Leader (IPTL) exercises operational control over |PT
menbers and reports directly to the Deputy Operations
Oficer. The IPTL is responsible for the Team performance
and expected deliveries through deliberate vertical and
hori zontal integration of all assigned work production of the
I PT. The IPTL is expected to positively contribute to
bal anci ng resources and wor kl oad, assenbling acquisition
strategy information, nonitoring teamnetrics, applying
consi stent use of Managenent |nformation Systens, and
ensuring positive team noral e.

5.2 Project Manager (PM:

The PMis the person nost qualified to lead a project. The asset can be drawn
from anywhere in the NAVFAC Corporation. The project could be planning; design;
construction; real estate; environnental conpliance; environnental planning;
utilities; etc.

While the ALNO is the client's initial POC to get work into the Command, the PMs are the POCs for
project specific information during production. The PM is required to integrate and interact with
other members of the team and organization as necessary to execute a project. On a project's life
span, there must be continuous coordination with several areas of expertise. The PM must ensure a
smooth and orderly integration from one phase or area to the other. The responsibilities of the PM
require a broad technical background; knowledge of general business practices and general
contractual vehicles; legal constraints; and good leadership and people skills.

The PM exercises control of a project by monitoring performance against schedules and budgets
from beginning to end and insuring that the project stays on schedule and within budget. The PM,
in most cases, will not perform all the tasks themselves; however, they are responsible for insuring
that they are accomplished. The PM responsibility begins upon receipt of a project assignment
originating from a CREF or from some other source or authorization and ends when the project/task
is completed and/or closed out.

The PM reconmmends the proper contractual vehicle or in-house source to
acconplish the project to neet the client's expectations. In
managi ng the project, the PMmust always be aware of the type
of project, funding source, schedule budget, and any
constraints. Type of project and funding source is extrenely



i mportant to avoi d exceeding any statutory limts for scope
and fundi ng.

Where extensive workload at one installation needs enhanced integration and coordination, the
products and services deliveries will be coordinated by a Senior Project Manager.

Seni or Project Managers performthree functions in their role: 1) assist
the I PTL in workl oad assignnents, distribution, nanagenent,
noni toring of workload, and feedback on individua
performance; 2) provide specific expertise and nmentoring of
t he team nenbers; and 3) oversee the execution of all Product
and Service deliveries for the installation. The
responsibilities include production integration and
noni toring, execution, insuring product quality, database
oversi ght, and insuring coordination with the ALnGCs. Seni or
PMs function on behalf of the |PTL.

53  Team Members:

The concept of the Integrated Product Team is that one multi-functional integrated team
accomplishes all work items. EFA MED, as a forward-deployed arm of Atlantic Division, will rely
heavily on part time members, both in theater (resident) and from other locations within the
corporation (virtual). The part-time member acts as a member of the IPT for completion of the
required work. Part-time and full-time members (resident or virtual) are OPCON to the IPTL;
ADCON remains with the designated supervisor. Close coordination between the IPTL and the
PLL/PLC will be required to insure that priorities are established and all members provide the
support required by the Project Team.

The participation of virtual (non-resident) assets will be key to EFA MED
Team structure. As a forward deployed armof Atlantic
Di vision, EFA MED is interdependent and resourced with the
majority of production assets located in Norfolk in the
Atlantic core. The heavy dependence of virtual assets within
the teamis unique to EFA MED and will require speci al
coordi nati on and comuni cation efforts Periodic Production
Control Board Meetings will be established to nmaintain
wor kl oad bal ance within the EFD. In addition, projects which
are initiated out of cycle with the neetings will require
coordi nati on between the | PTLs, PLCs/PLLs, BLMs and the
Operations O ficers of the EFA and EFD to insure that project
execution teans are adequately staffed.

5.4 Contracts Team Members:

The team contract specialists have the ability to accomplish the majority of the execution for the
team. With Contract Specialists on the IPT, all A-E, Construction, Service, etc., contract actions are
awarded within the team or in vertical coordination with the ROICC. By being on the same team,
partnering between the technical members and Contract Specialists is easily accomplished. The
Contract Specialists are involved at the beginning of the procurement process and participate in the
acquisition strategy and establishment of the project milestones

The Contract Specialists support the product lines by providing the following functions as IPT
members: award all contract actions, participate in the Project Specific Acquisition Strategy
Meetings, provide contractual guidance to the team members; perform contract pre-award / post-
award actions.



5.5  Resources and Administrative Support:

Business support for the MED IPTs will be obtained from staff outside the IPT. Business support
includes administrative (travel coordination, training support, etc.), Information Technology
Support (software and hardware) and Budget and Accounting.

The Program Anal yst and Managenent Anal ysts (PA/MA) support is provided
t hrough an indivi dual assigned part time to the IPTL. The
PA/ MA could be virtual or resident. The Program and
Managenent Anal ysts are responsi ble for various financial
responsibilities.

6.0 PRODUCT AND SERVI CE DELI VERY

6.1 Form ng Project Teans:
The I PTL is responsible for ensuring that an appropriate PM
has been assigned for the project, but will rely upon
assi stance from Seni or PMs, Product Line Coordinators, and
ALnGCs. Project teamformation for anticipated projects wll
be initially discussed during Production Control Board
Meetings. For out-of-cycle projects, a proposed integrated
team conposition will be devel oped by the IPTL fully
coordi nated with Operations, Contracts, and the PLLs/PLCs.

The project teamneets with the client, reviews the client's expectations,
and perforns a site visit, if necessary. The project team
assesses execution alternatives (acquisition strategy),
speci al support needs, project schedule, and project
finances. The project teamworks directly with the ALnO and
the Cient to define the requirenents, finalize the execution
and financing plans, establish reporting requirenents, and
set the project goals. The project goals and client
expectations are docunented using the CREF, which will be
used by the ALnO and the client at the conpletion of the work
to evaluate the project tean s perfornance.

Once team participation has been established changes in resident or virtual
team menber participation are to be coordinated with the
respective | PTLs/ PMk.

6.2 Field Office (ROICC) Coordination:

Field Offices are multi-functional, forward deployed at the client locations and right sized to
execute continual, predictable, and routine client requests. The Field Office is a vertically
integrated part of the IPT.

When a project is initiated at HQ, the PM is responsible to contact the ROICC for assignment of a
AROICC/AREICC. That AROICC/AREICC, as a member of the team, is involved during all
phases and is fully integrated into the decisions so he/she has a better understanding of the project
and the client's requirements. The ultimate goal is reached when the AROICC/AREICC and the
rest of the IPT members’ actions are complementary and are completely integrated for the most
effective delivery.

Field Offices are responsible for the execution of all projects locally generated or assigned to their
office, maintaining client and project team relationships during the field administration phase, and



for the complete satisfaction of the client they serve. Physically located closest to the client, they
must provide the project teams feedback and knowledge gained from previous deliveries.

6.3  Product and Service Delivery:

Delivery of a Product or Service starts with the beginning coordination meetings and understanding
of the client requirements. For complex projects, IPTs are responsible to investigate / initiate
discussions / meetings to pull together the base level, user and client representatives to ensure that
the full immediate use of the facility is a success upon delivery. The discussions/meetings should
prompt actions to cover requirements not included in the NAVFAC product delivery. IPTs are
responsible to identify any follow-on maintenance, training, warranty, or other service contracts in
support of the project.

6.4  Client Feedback:

The team and ALnO meet with the client to fill out the post-delivery part of the CREF form.

During the meeting, the team, the client, and the ALnO discuss performance issues. Any issues
identified, or global concerns, are taken to the appropriate IPTL or PLC to discuss, prioritize and
make process or system improvements. The BLM/PLL/PLCs are jointly responsible for responding
to the feedback with either validation of current practices or actions to adjust whatever is necessary
to affect improvement.

6.5 Project Follow up/Lessons Learned:
ALnGCs have the responsibility to periodically followup wth
clients. The ALnO s are responsible to ensure Post Delivery
Surveys are activated. Problemareas are identified to
ensure i medi ate resol ution pending funding. ALnGs shall
work with the managenent teamto ensure |ong range sol utions
are determ ned and recovery strategies are put in place.

Lessons learned on critical itens will be reviewed by
| PTLs/PLCs with solutions outlined for distribution across
all |PTs.

7.0 PERSONNEL MANAGEMENT:

7.1 Community Management

The Community Manager (CM) is responsible to ensure that the IPTs deliver the highest quality
Products and Services. The CMs are charged with keeping a constant forward look at client
directions and preferences to ensure that IPT member skills are advanced enough to deliver the
future expectations. For resident IPT members outside the Product Line, the IPTL will be
responsible for Community Management. In most cases the CM will be the PLC.

IPTLs are responsible to work with PLCs/PLLSs to insure that each team member has an IDP, which
includes: core courses, developmental and team courses, and mentoring required for employee
growth. The process of core competency maintenance starts with a periodic skill assessment of
personnel. All supervisors are responsible to insure that individual assessments are conducted and
this information is used to develop Individual Development Plans.

7.2 Performance Evaluations:

The Alternative Performance Appraisal System (APAS) guidelines will be followed. IPT support
will be addressed in the Critical Elements and appropriate Optional Assignments in the APAS for
all members. Input for the APAS evaluation may also be solicited from clients, ALnOs, and others



who have had dealings with the employee throughout the rating period. The IPTLs assure proper
coordination with other leaders during the APAS process to assure that: 1) each team member is
clear on their execution responsibilities and 2) each team member knows which action items they
must accomplish each year to support the Command’s annual plan. IPTLs provide input to the
Contracts Department on all contracts personnel on the IPT, provide the Operations Officer input on
ALNnO’s performance, and provide input to the PLC/PLLs on the performance of all team members.

7.3  Awards:

Awards should be primarily focused to acknowledge the superior efforts of teams. Awards should
be issued at the completion of the significant effort. The IPTL will ensure appropriate recognition
for all team members (resident and virtual) through coordination with appropriate Payroll
Managers. Teams will be evaluated on various factors, including success on specific projects,
coordination with clients, working with field or site personnel, and process improvement
participation.

8.0 COMMUNICATIONS AND TEAMWORK

8.1  Communications and the Virtual Team:

Effective communications are key to the success of the team. Devices will need to be developed to
insure awareness of all team members of specific project status, initiatives, issues, and even planned
absences. Current methods of communication include team e-mail, conference calls, AMS, and
video teleconferencing (VTC). Additional devices include real time CREF software, enhanced
project management software, effective metrics, and other report generating software to assess team
performance.

On-site presence of team members is necessary and will be planned for project, program and
community management. Events that require travel shall be identified and coordinated with the
appropriate supervisor.

8.2 Team Meetings:

Team meetings are an essential part of the teambuilding process and should utilize all available
means to facilitate that process (VTC, emails, conference calls, internet chatrooms, etc). Some of
the purposes of team meetings include project specific issues, execution review, admin and
personnel, financial status, client project status and ALnO issue meetings. Conducting an efficient
and effective meeting is key to maximizing the time of the participants. Team meetings should be
planned well in advance and have published agendas to insure their effectiveness. Monthly IPT
calendars are normally published which list the significant meetings coming up.

8.3 Reporting:
Reporting on the delivery of Products and Services by the IPT consists of the following:

FIS — General description, purpose and responsible persons for reporting data to be added.

Acquisition Management System (AMS) — Each project is logged into this tracking/management
system for the purpose of real time recording of PM management of project or service deliveries
and extraction / viewing of project information by ALCON. The PM is responsible for maintaining
the project AMS record.



Monthly Execution Meetings — Held each month and scheduled 1 year in advance. The purpose of
the meeting is to review general information for *“on track” projects and specific information on
projects chosen by any of the participants due to schedule, scope, funding or quality issues. The
projects reviewed are normally selected high interest projects by OPs or the IPTL. The reviews will
be ordered by IPT, chaired by the IPTL with the appropriate PMs and attendees include OPs and
appropriate Business/Product Line representatives.

Routine Execution Data Calls — Includes Quarterly Letter to the Chief (MED Admin Officer
prepares and coordinates input from OPs, IPTLs, PMs, and appropriate staff members) , Monthly
Execution Brief to LANT 09/00(CIBL MILCON Program Analyst prepares and coordinates input
from OPs and IPTLS).

Random Execution Data Calls — Execution data calls originating from any source will be directed
to OPs for appropriate coordination and IPTLSs to initiate parallel action.
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APPENDI X B
CAPI TAL | MPROVEMENTS BUSI NESS LI NE

Key MCON Projects Mlestones for Effective Deliveries:

Cct ober/ Novenber: 1391 Plus MCON project team neetings held at activities,
coordinated client nmeeting will be held at this tine to
di scuss ALL facility progranms/projects for the execution year
+two and three.

January/ February: PCEs prepared for subnission in early March for year +
t wo.

April/May: Shore Facilities Programm ng Board is concluded; annual MCON
Wor kl oad board neets based on the results and goes over the
upcom ng desi gn program

May/ June: Approxi mate design authorization date.

After annual MCON Workl oad Board meeting, CLnO neets with CNE and ot her
major clients to discuss program and di scuss gl obal issues
regardi ng upconming work and fundi ng issues.

Acqui sition Strategy

Acquisition Strategies will be decided in the Production Control Board
Meetings. For Qut-of-Cycle projects, the Acquisition
Strategy determination will be made during the regularly
schedul ed execution nmeetings. The Production Control Board
hosted by MED COperations will be scheduled with the CIBL to
ensure optimum coi nci dence with the MLCON cycle events. A
yearly schedule will be published with a standing |ist of
at t endees.

Production | ocation determ nation will be one of the Production Control
Board decisions as part of the Acquisition Strategy.

Proj ect Design Execution

Architect/Engi neer Contract Administration/lntegration: (process
i mprovenent required) Draft Appendix A, Scope of Work, wll
be devel oped by the PM and reviewed by the appropriate team
menbers prior to issuance to the AAE. All design efforts in
theater will include |local criteria, construction
mat eri al s/ net hods, and host nation submittal requirenents.
The ROCC will provide input to insure field investigation
and PCAS services are indicated in the Appendi x A ) PCAS
services will be negotiated as priced options at the tinme of
final design negotiations including, accommpdation for the
AE to attend the Pre-Constructi on conference.




LANT Core Project Manager Supervi sor:

The supervisor of the virtual CIBL PMs executes a role of MED AOR
production advisor. 1In this role he/she offers requested
council to the PMs or other team nenbers on issues/decisions
that affect product and service deliveries. On an as needed
basi s the production advi sor acts on behalf of the respective
| PTL to allow for continuous forward production progress. To
affect this role the supervisor will have standing
participation in theatre work reviews, PCB mgs, etc.

LANT Core NATO Manager
For product or services supported with NATO funds the detail shape of the project and complete
acquisition strategy requires coordination with the NAVFAC NATO Manager. This coordination
will normally occur as part of the quarterly Production Control Board mtgs. The NATO Manager is
in the Atlantic Division core resident in Norfolk.

Nor fol k generated contracts: (process inprovenents required) The Norfol k
CS is responsible to provide copies of all contract
docunent ati on (basic award, change orders, and all official
correspondence will be provided to Naples Contracts.

Upon PMrel ease of the Authority to Advertise nenmo, the Norfolk CS will
pass ACO authority to Naples CS.

If nodifications are necessary during the PCAS phase, Naples Contracts will
i ssue nodifications using the “A’ designator and will provide
copies of all docunmentation to Norfol k Contracts.

Napl es generated contracts: (process inprovenent required) The Naples CS is
responsi ble to provide copies of ALL contract docunentation
(basic award, change orders, and ALL official correspondence
will be provided to the PM.

Al E Invoices: (process inprovenment required) Al contract actions and
i nvoi ces must include a detailed fee breakdown and |ist of
all priced options. |Invoices nust include a sufficient |evel
of detail / back-up docunentation to all ow review and
verification of services rendered.

I nvoi ces without sufficient detail will be returned with a reconmendati on
for non-paynent. Design invoices received by Naples or
Norfol k contracts will be forwarded to the PM for
certification of the related services. PCAS invoices
recei ved by Naples or Norfolk contracts will be forwarded to
the ARO CC/ AREI CC for certification of the related services.

AlE Ratings: The AIC/ElIC prepares and coordi nates the A/E rating upon
conpl etion of design. The final design rating will be
i ncluded in the design rel ease package. During construction,
the ARO CC/ AREICC is responsible to prepare periodic interim
and final AVE ratings and forward to the appropriate
Contracts office.

Desi gn Adm ni stration/lntegration

M LCON Design Adninistration: The Capital |nprovenents BLM coordi nates
wi th NAVFAC on all program matters/status, and provides
Program Status Reports to 00 and the Board of Directors. The
BLM M LCON Program Manager receives the Design Authorizations




(DA) for MLCON work, regardl ess of production |ocation.

M LCON Design Funds will be accepted and admi ni stered by EFA
MED AOR assigned PA's in Norfolk. The Norfolk PAs will
request a construction contract nunber fromthe Naples PA,
load funding into FIS and | oad the project into AMS. Naples
PA will establish a local JON at this time. M LCON Program
Manager will forward copies of the design authorization and
appropriate project documentation to the MED Ops and the
respective | PTL.

Design and pre-award schedul es will be proposed by the PM and coordi nat ed
with the | PTL/ MED Operations O ficer prior to design start.

Variance Menps will be prepared by the Design PMand forwarded via Naples
OPs to CIBL M LCON Program Manager .

Non- M LCON Desi gn Admini stration: The DAs should be forwarded to the |IPTL
toinitiate Acquisition Strategy discussions. Design Funds
wi |l be accepted and adm ni stered at the production |ocation.
The PA at the production location will request a construction
contract number fromthe Naples PA, load funding into FIS and
| oad the project into AMS. Copies of all project
docunentation will be provided to the PM

Design and pre-award schedul es will be proposed by the PM and coordi nat ed
with the | PTL/ MED Operations O ficer prior to design start.

Advance Notification of Site Visits / Field Investigation: (process
i mprovenent required) The PMw Il notify the ARO CC/ ARElI CC no
| ess than two weeks in advance of an AJE site visit to an
Activity. The ARO CC/AREICC will coordinate with | ocal
personnel and facilitate necessary base passes.

Desi gn Submittals:

I f production is acconplished in Norfolk:

Napl es will conduct reviews for 1) Host Country code conpliance, and 2)
Contracts input. Two copies of each design submittal will be
provided to the PLC directly fromthe AJE design firm The
PMwill followup AJE subnmittals with correspondence
i ndi cating the Norfol k point of contact and due date for
comments. The PLC will coordinate the review and forward
comments to the PM by the requested due date. Responses to
commrents will be provided with subsequent submittals. Design
review neetings will be coordinated by the PM

I f production is acconplished in Naples:

Norfolk will conduct reviews for 1) Life Safety (Structural/Seismc and
El evators) and 2) additional discipline review as agreed
when the team was established. Sufficient copies of each
design submttal will be provided to the PLL revi ew
coordi nator (currently 04Al) directly fromthe A/ E design
firm The PMwill followup A/E submittal wth
correspondence indicating the Naples point of contact and due
date for comments. The PLL review coordi nator wll
coordi nate the review and forward comments to the PM by the
requested due date. Responses to conments will be provided
wi th subsequent submittals. Design review neetings will be
coordi nated by the PM



Val ue Engi neering: The PMis responsible for coordination with the Norfolk
VE Coordinator for all projects with a construction val ue
over $1M Norfol k VE Coordi nator will determ ne the
appropriate | evel of VE

Host Nation Liaison / Italian M xed Conm ssi on Approvals: Naples Host
Nation Liaison Ofice is responsible for managing the M xed
Conmi ssi on approvals of Italy located projects. All
Acqui sition Strategies shall allow for appropriate process
time. Refer to the M xed Conm ssion Cui debook for process
detail s and supporting docunentation requirenents.

Construction Considerations during Design/Construction
Preawar d

RO CC Revi ews: One copy of each design submittal will be provided to the
ARO CC/ AREI CC directly fromthe designer. The PMwill
followup on AVE submittal with correspondence indicati ng POC
and due date for comments. The ARO CC/ AREICC will coordinate
the constructability review and forward coments to the PM by
the requested due date. Responses to conments, with
annotated actions to be taken on the conments will be
provi ded with subsequent submittals. Design review neetings
will be coordinated with the ARO CC AREI CC.

LANTDIV Construction Office (Norfolk): Submit one % size pre-final, final, and as awarded plans
and specifications for all Military Construction/NATO or other large and/or technically complex
projects.

OVBl / Facilities Support: The PMand Base Ops Support PLC will ensure OVSI
and nmai nt enance support services are marketed to clients
prior to AAE contract award. OVSl and Facilities Support will
be negotiated as priced options at the tine final design is
negotiated with the effort to be conpleted as a PCAS item
OVBl and Facilities Support information is generally produced
by the designer of record. Specific IQ contracts are
avai l able if the designer of record does not have this
expertise. For Design/Build contracts, the construction
contractor’s A/E produces the information. Specific
requirenents will be included in the specifications during
t he design production effort.

Interior Design/Collateral Equi pnent: The PM and Col | ateral Equi pment

Specialist will ensure that services are discussed with
clients prior to AVE contract award. Conprehensive Interior
Design will be negotiated as a priced option at the time of

final design. Collateral Equiprment Procurenent assistance is
available to clients fromthe Norfol k CE coordi nator on a
r ei mbur sabl e basi s.

Specifications: The designer will provide Division 1 through 16 technical
specification sections. The CS will prepare all Division 00
specifications required for advertisenent and obtain | egal
sufficiency review from Naples Council. Since the CSis a
part of the team and invol ved throughout design, coordination
of J&As and D&Fs shall be identified and prepared by the PM
early so as to not inpact the project schedule.




Desi gn Rel ease: (process inprovenent required.printing/distributionto
RO CCs) Regardl ess of the production source, the design
rel ease package to be provided by transnittal to the PM for
coordination with the CS will include the follow ng:

(For station awarded projects, the transmttal is forwarded directly to the
station CS with the exception of Italian Code Conpliance
which is forwarded in all cases to Naples M xed Conmi ssion).

CDROM wi th final signed and stanped draw ngs (PDF format)

CDROM wi th final specifications Divisions 1-16 (PDF format)

Li st indicating government distribution of construction contract docunents

Hard Copy of official “Final” cost estimte

Copy of WBS |l evel 3 version of the cost estimate — quantities only — on
di sk

Project Information Form (advance copy provided at the time of A/E final
submittal)

A/E final rating for design and ACO transfer nod to A/ E contract

Italian Code Conpliance and Structural Certification

Maj or Cl ai mant validation provided via AMS (if applicable).

Fi nal Signed and Stanped drawings will be retained at the production
| ocati on.

Source Selection: The CS is responsible for preparing Source Sel ection
Plans (SSP). Draft SSP and board nembership will be revi ewed
by the ROCC, the PM and Naples Contracts. Applicable
portions of the SSP will be included in Division 00 by the
Cs.

ICB: 1In general, all 1CB procurenments will be acconplished by the team CS
| ocated in Naples. Project scheduling entered into the PASS
and into AMS will reflect 1CB tinmelines, including target
date for issuing Letters to Embassies (process inprovenent
required).

Di stribution of Construction Contract Docunments: Distribution of CD ROV
and hard-copy Plans and Specs: Nunber of sets required will
be provided by the PMwith the design release. |n general,
only CO-ROVMs will be distributed, with the exception of the
RO CC. RAOCC will advise nunber of full and half-size sets
required to the PM

For projects in Italy, two half size sets of the solicitation are to be
submitted directly to Naples M xed Conm ssion for forwarding
to the Italian Side of the Mxed Commi ssion. This
requirenent, as well as any differing requirenment for other
Host Nations, will be indicated by the PMin the design
rel ease list.

Anendrments will be distributed by the CSto the sane |ist as the
Construction Contract Docunents distribution.

Pre-Bid Inquiries: The CS will forward all PBls to the PMfor transmttal
to the designer of record. Turnaround for responses to the
CS is three worki ng days.

Construction Award and Adninistration: The Naples PMis responsible for
preparing the Authorized Current Wirking Estimate (ACWE)




assignment for MLCON projects after bid opening or after
sel ection approval (Source Sel ection).

The ACWE is then chopped through the I PTL, MED Cperations and the EFD PA
and passed to CIBL M LCON Program Manager for
approval / provi sion of funds. The PMwi Il provide copy of the
bi d breakdown to the PLL/PLC as well as to the Norfol k Cost
estimator. The PMis responsible for nanagenent of
construction funds within the ACWE ampunt, in or out of scope
determ nations, and initiating all reprogramm ng/escal ati on
requests.

Reprogranm ng requests will be prepared by the Naples PM and sent directly
to CIBLM with a copy provided to the Norfol k PA

Escal ation requests will be prepared by the Naples PMand sent directly to
CIBL M LCON Program Manager, with a copy provided to the
Nor f ol k PA.

Upon award of the construction contract, the construction CS will insure
that 1) PCAS services have been awarded. Target for PCAS
award is ten working days after construction contract award.

For Design Build projects the Project Manager of the design will be
identified when the Acquisition Strategy is established.

Upon conpl etion of construction, the ARO CC/AREICC will forward Contractor
redlined plans and revised specifications to the design
production office for preparation of record draw ngs.

Record drawi ngs on CD ROMwi || be forwarded by the design production office
to the activity with a copy to the ARO CC AREI CC and the PM

The ARO CC/ AREICC is responsible for pronpt closeout of construction
contracts. The PMwill be notified when the construction
contract is closed out so that financial closeout can begin.
The Naples CS is responsible for pronpt cl oseout of Naples
initiated design contracts as well as ACO portions of Norfolk
initiated design contracts.

ROICC Operations

ROICC Support

EFA MED ROICC Operations will be responsible for ROICC office resource management,
staffing, and logistic support within the MED AOR. However, LANTDIV Construction PLL will
act as EFA MED's representative on boards for development of software support and other resource
initiatives. In case of extraordinary circumstances and unplanned events which result in staffing
shortfalls, the PLL will assist in finding extended TAD/TDY assistance from the NAVFAC pool of
resources as needed. Construction policy will be issued by the PLL with review by the PLC.

PLL will participate in Field Office Assist Visits (management assist visits) as requested.

Title 1l planning and budget identification/execution are the PLC responsibility.

Technical Assistance (Visits)

PLL provides technical assistance in all specialties as needed during construction and for systems
commissioning to include HVAC/TABs assistance, boiler inspections and certifications, power
systems, technical trouble shooting, etc..




PLL provides submittal/RFI review assistance in the case of conflict between construction
contractor and A/E. (Recognize A/E is first technical POC, but in case of conflict, request additional
assistance)

LANTDIV provides support on sources of availability for equipment CONUS or evaluation of
acceptable European Union substitutes. (Issues like ASME certified boilers etc.)

Safety
In the absence of a qualified confined space manager or asbestos/lead program manager at EFA

MED, LANTDIV will provide program oversight and serve as EFA MED's command program
manager.

Construction safety is the responsibility of EFA MED. Safety support and training will be provided
by LANTDIV in the absence of a qualified trainer at EFA MED.

LANTDIV will provide specialized safety support in case of unusual construction processes.
LANTDIV shall be available for assistance or lead on mishap investigation in case of serious
mishap as requested.

Construction Quality Assurance

EFA MED will provide oversight of the CQC program

EFA MED CQC plans will be accepted at the field level. Assistance will be provided by EFA MED
Headquarters as needed with backup from LANTDIV.

Constructability Reviews
Design EIC for projects will ensure adequate (2 weeks) opportunity for the ROICC and LANTDIV
Construction to provide constructability review comments

Training
LANTDIV will provide assistance in obtaining training for technically specific areas for which
there is NAVFAC in-house expertise (scheduling , Construction QV etc.)

Partnering
LANTDIV will provide facilitators (In-house or Contract support) for partnering sessions between

ROICCs/Contractor. FIS/WIP

Provide technical support, guidance and training for entering WIP figures into FIS. For those
offices with limited input capability and/or connectivity problems, LANTDIV will input WIP
figures into FIS based on FAX/e-mail input.
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